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Introduction

Careers Education and Guidance will help you to:
· Plan your future
· Build up your confidence

· Understand yourself better and set yourself goals and targets

· Make the most of yourself

· Keep a record of all your achievements and skills

· Recognise skills and qualities that are important in the world of work

· Make the most of your opportunities

· Investigate the range of opportunities available to you in education, training, employment and enterprise.

· Manage your learning and training and make successful application for HE or employment.

· Make your experience count

· Give other people the best possible description of yourself, your achievements and your potential
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By now you should be sure that:

· You are on the right course

· You know everything you need about the College

You should:

· Understand what is expected of you to be successful in the College

· Know more about yourself and recognise your own achievements

· Understand how to manage your work and succeed in your chosen course

· Know where to find out information

· Know how to access the help and support you need
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	Reasons for choosing course (academic achievement methods of learning/preferred learning styles/impact on learning).



	

	

	

	

	Explain how this relates to your career aims:



	

	

	

	

	What will you need to do to be successful on your chosen programme of Study…?



	

	

	

	

	

	

	

	Learners must arrange to visit the Careers Adviser to draw up their own Personal Moving Forward Document…This will help you plan your next step with regard to the career path you want to pursue….Go to Learner Services and book an appointment!!
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        THINK ABOUT IT…PERSONAL QUALITIES

                WHAT MAKES YOU UNIQUE?

Your personal qualities are what make you different from other people.  They affect:

· how you get on with people

· how you behave in different situations

· your suitability for a course, job or training opportunity

· your attitude to life and work

Knowing your qualities will help you when you are:

· discussing your progress, work and plans
· thinking about career opportunities that might suit you
· doing an application
· preparing for an interview
Do this activity to get an up-to-date picture of your qualities.

	At the moment I am….Tick the one most like you


	Evidence 

	
	1
	2
	3
	4
	
	

	Punctual
	
	
	
	
	Late
	

	Careful
	
	
	
	
	Slapdash
	

	Reliable
	
	
	
	
	Unreliable
	

	Responsible
	
	
	
	
	Irresponsible
	

	Cheerful
	
	
	
	
	Moody
	

	Tactful
	
	
	
	
	Insensitive
	

	Neat
	
	
	
	
	Untidy
	

	Organised
	
	
	
	
	Disorganised
	

	Imaginative
	
	
	
	
	Unimaginative
	

	Sociable 
	
	
	
	
	Unfriendly
	

	Decisive
	
	
	
	
	Indecisive
	

	Co-operative
	
	
	
	
	Uncooperative
	

	Adaptable
	
	
	
	
	Inflexible
	

	Hardworking
	
	
	
	
	Lazy
	

	Outgoing
	
	
	
	
	Shy
	

	Motivated
	
	
	
	
	Unenthusiastic
	

	Disciplined
	
	
	
	
	Uncontrolled
	

	Relaxed
	
	
	
	
	Tense
	

	Polite
	
	
	
	
	Rude
	

	Noisy
	
	
	
	
	Quiet
	

	Independent
	
	
	
	
	Dependant
	

	Practical
	
	
	
	
	Impractical
	

	Honest
	
	
	
	
	Dishonest
	

	Trustworthy
	
	
	
	
	Untrustworthy 
	



CAREERS EDUCATION AND GUIDANCE (SELF AWARENESS)
THINK ABOUT IT…YOUR SKILLS 

A skill is the ability to do something.  Your skills affect:

· how well you do your studies, work and life

· how easily you can cope with change and settle in to new situations

· your suitability for a course, job or training opportunity 

If you know what skills you have, you will find it easier to:

· improve what you do

· identify the best opportunities for you

· tell other people what you can do

Look at the skills below.  Underline, tick or highlight the skills you think you have.

	Read to get facts and ideas
	Negotiate things
	Take photographs

	Organise information
	Liaise with people
	Design things

	Classify information
	Work process
	Make things

	Analyse date
	Use a spreadsheet
	 Fix things

	Memorise facts
	Train someone
	Co-ordinate your movements

	Follow instructions
	Teach someone
	Organise people

	Research information
	Work with speed
	Organise events

	Select relevant information
	Drive
	Motivate people

	Use sign language 
	Summarise information
	Lead people 

	Follow diagrams
	Evaluate information
	See alternatives

	Follow maps
	Evaluate ideas
	Generate ideas

	Manipulate numbers
	Care for living things
	Judge situations

	Manage a budget
	Perform in a group
	Calculate costs

	Judge people
	Observe accurately
	Use tools

	Perform in public
	Use blueprints
	Take an inventory

	Use a foreign language
	Use machine tools
	Listen with understanding

	Use precision tools
	Make decisions
	Make notes

	Persuade people
	Work accurately
	Analyse problems

	Plan work
	Interpret data
	Spell correctly

	Research solutions
	Present arguments
	Use punctuation correctly

	Use a library
	Use a computer
	Use paragraphs correctly

	Follow plans
	Develop arguments
	



	Goals               are where you want to get in the longer term

Targets            are short term challenges to help you get there


To be effective Targets must be SMART:

Specific:

Specific they say exactly what you need to do

Measurable:

Measurable you can prove that you’ve reached them

Achievable:

Achievable you can reach them in the next few weeks

Realistic:

Realistic they are about action you can take
Time-related:
Time-related they have deadlines

You will complete at least one Individual Student Learner Agreement with your Tutor per term. Remember to make use of SMART Target setting and identify key action points to help you achieve your Target.
Example of an Action Plan:

Area for Improvement: Meeting Deadlines

Target: Meeting all my Deadlines

	Action Points
	To be Done By When

	Note on Calendar when work is due in 
	

	Talk to Staff about how much time a piece of work should take
	

	Decide when to do the work and how much time to allow
	

	Work out a timetable
	

	Stick to it
	


CAREERS AND THE WORLD OF WORK (SELF AWARENESS)

STRENGTHS AND WEAKNESSES 

Thinks about it…your strengths are your strong points – the things you are good at, what is best about you as a person.
Your weaknesses are your limitations – the things you need to develop or improve.

Understanding your strengths and weaknesses will help you to:

· Plan how to improve what you do

· Make decision about next steps

· Give people the information they ask for

Build on your strengths and work on your weaknesses.

	Could you improve how you…

	Manage your time
	Use IT
	Plan your work


	Behave

	Work with others
	revise
	Motivate yourself 
	Balance study and work

	Manage course work
	Catch up on work missed
	Keep track of progress
	Use learning support

	Use the advice you get
	write
	Follow instructions
	Work in your own time

	Seek and use help
	Do research
	Look after your body
	Balance study and social

	Plan for the future
	Follow instructions
	Meet deadlines
	Speak

	Use the library 
	Work with numbers
	Listen to what people say
	Attend taught sessions

	Talk to other people
	Make notes
	Balance work & social life
	Present work

	
	
	
	Organise your notes


	Support – What kind of help do you find most useful?

	Tutors
	Employers 
	CD-ROM
	Works books and study guides

	Teachers
	mentors
	Videos 
	Talks

	Trainers 
	Demonstrations 
	Courses 
	Pictures, charts and diagrams

	Friends 
	Books 
	Instructions
	

	Relatives 
	Tapes 
	
	

	Study support
	
	
	




	After completing the Personal Qualities sheet...

Record the qualities you need to work on below and say what action you need to take.

	Qualities
	Action you need to take
	Achieved by (date)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	After looking at the skills list, choose 4 of the skills you want to improve.  Say what you can do to improve these skills.

	Skill
	Action you need to take
	Achieved by (date)

	1.

	
	

	2.

	
	

	3.

	
	

	4.

	
	



	Make a list of your strengths and weaknesses –

Be very honest with yourself

	Strengths
	Weaknesses

	
	

	
	

	
	

	
	

	
	

	
	


	What I need to do to be successful
	Achieved by (date)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Targets
	Action you need to take
	Achieved by (date)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



This task will help you to improve your own learning and performance (One of the wider key skills).
The key skills are the skills which are most commonly needed to succeed in a range of activities – at work, in education and training and in everyday life.  In developing the key skill of improving own learning and performance, you will learn to use and adapt your skills confidently and effectively in a range of setting and contexts.

To achieve improving own learning and performance at level 3, you must be able to apply your skills to suit different purposes.  You will show that you can:

· Plan how you will manage your time and review progress
· Seek and use feedback and support from relevant sources to help meet targets
· Agree ways to further improve your performance
‘Looking at Careers’

There are over 20,000 jobs in this country from which you are going to be expected to choose the path that is right for you.  The aim of this task is for you to find out as much information as possible about the type of careers which your course may eventually lead into.  You will need to visit Learner Services and see one of the Careers Advisers.  Keep a summary of the information you will gain from carrying out this task in your Learner Portfolio.
Task 1

List the sources of information/guidance you will need to use in order to research jobs/careers.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Task 2

Produce a list of jobs/careers which you are interested in and your programme of study could eventually lead into.
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Learner Signature ……………………………………………
Date …………………………………..

Task 3 
(BTEC National Diploma or A level students)

Career expectations

The list below contains factors which have been considered to be important when choosing a career.  Of course, not everyone thinks the same.  The purpose of this exercise is for you to consider which factors will be important to you in your career choice.

· A In column A indicate which of the factors will be of some importance to you in your choice of career.

· B In column B mark a maximum of three factors which you think will be most important. 

· C Look at the factors again and consider which three are likely to be the most relevant to you when you are aged 30.  Mark these in column C.

	
	A
	B
	C
	
	A
	B
	C

	1 Freedom from supervision
	
	
	
	17 Involvement in technological 
	
	
	

	2 A sense of public service
	
	
	
	18 Opportunity to do creative research
	
	
	

	3 A high starting salary
	
	
	
	19 Long-term employment security
	
	
	

	4 A sufficient intellectual challenge
	
	
	
	20 Practical, rigorous, professional training given
	
	
	

	5 Responsibility
	
	
	
	21 Training which gives a valuable and marketable asset
	
	
	

	6 Opportunity for foreign travel
	
	
	
	22 Opportunity to work flexible hours
	
	
	

	7 Favourable location
	
	
	
	23 Opportunity to manage others
	
	
	

	8 Regular appraisal and feedback on performance
	
	
	
	24 Possibility of a company car
	
	
	

	9 Opportunities for changes in location
	
	
	
	25 A good pension scheme
	
	
	

	10 Interesting colleagues
	
	
	
	26 Opportunity to work in a team
	
	
	

	11 Opportunity for rapid promotion
	
	
	
	27 Long-term career opportunities 
	
	
	

	12 Opportunity to work with people rather than things
	
	
	
	28 Opportunity for changes in job function
	
	
	

	13 Full and constructive use of your time
	
	
	
	29 Physical challenge and adventure
	
	
	

	14 Social status and prestige
	
	
	
	30 Equal opportunities regardless of sex, race or religion
	
	
	

	15 Opportunity to be creative and original
	
	
	
	31 Opportunities to work for a socially responsible organisation
	
	
	

	16 Opportunity to use special aptitudes and educational training
	
	
	
	32 Opportunity to work, for an environmentally responsible organisation. 
	
	
	


Career expectations
You may be interested to see the full results of a previous MORI survey
	
	Important
	3 most

important
	
	Important
	3 most important

	
	%
	%
	
	%
	%

	1 Freedom from supervision
	16
	7
	17 Involvement in technological 
	9
	4

	2 A sense of public service
	15
	8
	18 Opportunity to do creative research
	21
	11

	3 A high starting salary
	21
	10
	19 Long-term employment security
	19
	7

	4 A sufficient intellectual challenge
	56
	35
	20 Practical, rigorous, professional training given
	14
	5

	5 Responsibility
	32
	14
	21 Training which gives a valuable and marketable asset
	20
	10

	6 Opportunity for foreign travel
	31
	15
	22 Opportunity to work flexible hours
	15
	5

	7 Favourable location
	17
	
	23 Opportunity to manage others
	12
	4

	8 Regular appraisal and feedback on performance
	9
	1
	24 Possibility of a company car
	3
	0

	9 Opportunities for changes in location
	11
	3
	25 A good pension scheme
	5
	0

	10 Interesting colleagues
	27
	7
	26 Opportunity to work in a team
	18
	5

	11 Opportunity for rapid promotion
	15
	7
	27 Long-term career opportunities 
	29
	15

	12 Opportunity to work with people rather than things
	34
	19
	28 Opportunity for changes in job function
	15
	6

	13 Full and constructive use of your time
	30
	13
	29 Physical challenge and adventure
	11
	6

	14 Social status and prestige
	9
	2
	30 Equal opportunities regardless of sex, race or religion
	20
	7

	15 Opportunity to be creative and original
	34
	18
	31 Opportunities to work for a socially responsible organisation
	18
	9

	16 Opportunity to use special aptitudes and educational training
	13
	6
	32 Opportunity to work, for an environmentally responsible organisation. 
	14
	6


Task 4 – Occupation Career Profile

If you have accessed the KUDOS career matching programme or careerswales.com, use the results to help you with this table. If not contact Learner Services for access to Kudos.  
a. Select one job/career (or more if you are finding it difficult to decide) which interests you and prepare an OCCUPATION CAREER PROFILE on each.  This should include the following information.
1. Name and title of Job/Career and the nature if the work

2. The work environment

3. Prospects

4. Entry and training (qualifications required)

5. Effects on your life

6. Description of the job/career

7. Pay and conditions

8. Organisations

9. People

The Questions Below may help you with the Task above 

1.
Where will you work? 

(i) Will you be working indoors or outdoors?

(ii) Is it an office, shop, factory etc?

(iii) Will it be very hot or cold?

(iv) Is it clean or in a dirty place?

(v) Are there dangers or fumes, noise etc?

2.
Prospects – what might this job lead to?

(i) What prospects for promotion are there?

(ii) Is it a secure job?

(iii) Are there opportunities for this job in the future?

(iv) What are the future pay prospects?

3.
Entry and training 


What will you need to get in; what training is available?

(i) What qualifications do you need? (minimum and realistic)

(ii) Are my special physical qualities important? (e.g. Eyesight, age)

(iii) Are any particular aptitudes needed? (e.g. Eyesight, age)

(iv) What personal qualities might be useful? (friendliness)

(v) What training is provided or necessary? (national and local)

4.
Effects


What effects on your life might this job have? 

(i) What limits might the job impose on your free time?

(ii) Would you have to travel away from home or even move home to find this job?

(iii) Would you have to travel internationally?

(iv) Does it affect the way you lead your life outside work?

(v) Do you gain respect from others through doing this job?

5.
Description

(i) What field of work is this job in? (e.g. Hospital, industry)

(ii) What tasks are involved?

(iii) What routine and variety of work is there?

(iv) Can you specialise in this job?

(v) How much responsibility might you have?

6.
Pay and conditions


What will your employer provide and what do you have to agree?

(i) What is the pay?

(ii) What hours do you work?

(iii) What holidays do you have?
(iv) What rules do you have to obey? (e.g. No smoking, Trade Union)

7.
Organisation

(i) What kind of organisation? (e.g. Production, service)
(ii) What image does it have? (e.g. Traditional, modern)

(iii) Is it a large concern or a small one?

8.
People


Who will you work with?

(i) Are you working alone or with others?

(ii) Are other workers your age or older?

(iii) Are they all the same sex?

(iv) Do you meet new people or work with familiar faces?

Task 5 – Skills Analysis

Review your own abilities and other qualities and assess whether you think your career plan is still a realistic one.  If there are any problems consult a careers adviser for advice.

a.
Complete the skills analysis sheet

Using the information below rate your own strengths and areas for improvement by giving them a score

High: 1  2  3  4 :Low
Please circle the appropriate number

	General personal skills and qualities:



	Confident
	1
	2
	3
	4

	Friendly
	1
	2
	3
	4

	Reliable
	1
	2
	3
	4

	Can get on with people
	1
	2
	3
	4

	Have got some ‘get up & go’
	1
	2
	3
	4

	Use their initiative
	1
	2
	3
	4

	Will try new things
	1
	2
	3
	4

	Hard working
	1
	2
	3
	4

	Well motivated 
	1
	2
	3
	4

	Intelligent 
	1
	2
	3
	4

	Specific personal skills and qualities:



	Can use a computer
	1
	2
	3
	4

	Have certain skills like sport, art, catering
	1
	2
	3
	4

	Can speak another language
	1
	2
	3
	4

	Can deal with customers
	1
	2
	3
	4

	Can drive
	1
	2
	3
	4

	Physically fit
	1
	2
	3
	4

	Can travel independently
	1
	2
	3
	4

	Can use a telephone effectively
	1
	2
	3
	4


Task 5b
Complete the enclosed action plan which will help you progress towards you chosen job/career.  Identify what areas of the course you need to develop and what targets you need to set yourself.
As a result of this task I have decided my career lies in/as:

…………………………………………………………………………………………………………………………………

To achieve this goal I will need to gain the following academic qualifications:

	Target 
	Date

	
	

	
	


I will also need to further develop the key skills of:

	Target 
	Date

	
	

	
	


I will need to develop my personal skills of:

	Target 
	Date

	
	

	
	


I must arrange work experience to confirm my career choice:

	Target 
	Date

	
	

	
	


This has been reviewed by my tutor/careers adviser.

Tutor (initials) …………………………………………………………………………………………………………

Careers Adviser (initials) …………………………………………………………………………………….

CURRICULUM VITAE (CV)

Task 6

Draw up your own CV using the standard model included.  This should be word processed so it can be updated easily.

The CV can be used as a basis for a mock interview for your specified career.  Careers staff and subject or personal tutors could provide you with the opportunity to discuss your suitability for the career of your choice.
	CV Content  - Draft 

	Personal Contact Details  



	Education 



	Qualifications and/or training 



	Relevant experience of work: 



	Hobbies and interests 



	Summary statement (here you should sum up the main achievements and skills which match whatever you are applying for) 



	Referees (Provide 2 – give names, positions, addresses and a phone number if possible)





Task 7

a) Find a job advert that appeals to you and complete a job application form.

b) Evaluate your completed application form listing the strengths and the areas for improvement.

	APPLICATION FORM EVALUATION

	Strengths
	

	Areas for

improvement 
	


This task can also be covered if you include a copy of an application form which you have completed for any part-time employment/voluntary work.

TASK EVALUATION

Please put a tick in the appropriate box.
These tasks have been useful for the following reasons:

	
	1
	2
	3
	4

	1. They have helped identify my strengths/ areas for improvement


	
	
	
	

	2. They have helped me gain more information about the labour market
	
	
	
	

	3. They have helped me decide on a possible career path
	
	
	
	

	4. State if there is any other way these tasks have helped you.



	5. State how the tasks could be improved.




Signature of Learner: ………………………………………………………….. 

Signature of Tutor: ………………………………………………………………


careerswales.com– What’s that?

It’s a great website, packed full with advice, tips and fun games to help you plan your future and present yourself brilliantly.

· Are you totally clueless about your career and learning choices?

· Have you got some career ideas but don’t know what to do next?

· Want to update your CV or learn how to impress at an interview?

· Want to apply to college but need help with what courses are available?

· Need to write your UCAS personal statement and want some help?

· Going on work experience and want to make the most of it?

If you can say YES to any of these questions then you will love careerswales.com

So what is it exactly?

careerswales.com is an interactive site where you can:

· Create and update your own personal documents such as CVs, letters of application, personal statements and action plans

· Use quick, fun quizzes to find out who you really are

· Use databases to check what courses and jobs are available across the whole of Wales

· Find information about hundreds of occupations

· Get inspiration from local heroes – other young people who have been really successful in Wales 

· Get help with making real decisions

· Understand what your main options are after college or Sixth Form 

· You can even set up your own website!!!

Who is careerswales.com for?

Anyone!!!  You may be using it now but older adults who already have a job are also using it.  They may want to change career direction or just want to keep their CV up to date.  So you can use careerswales.com throughout your life.  It will also be changing so watch this space! 

You can use careerswales.com
· On your own at home, in the public library or at school or college

· With your whole tutorial group or class with a tutor guiding you through certain parts of the site

· As often as you like!

But remember!

Anyone can use careerswales.com but you need to remember that what you get out of it is only as good as what you put in!

· careerswales.com will not give you all the answers.  You still have to do all the hard thinking and you still have to make your own decisions.  Everything in careerswales.com will help you do this.

· You need to keep a record of what you do with careerswales.com There is no point spending ages completing a personal statement or quiz and then lose it.  Obviously you must SAVE regularly and to do that, first of all you have to register and log on each time!

· You can use careerswales.com as many times as you like.  Each time you can change your previous work so that everything is kept up to date. This will save lots of time in the future when you come to apply for courses or jobs.

· You can use your college or school IT password and user name so it is easier to remember


Careers and the world of work 


LEVEL 3








Learner Name:





Onwards and Upwards…





Think about it…your course choice





GOALS & TARGETS














THINK ABOUT IT… PERSONAL 


QUALITIES & SKILLS 








THINK ABOUT IT… STRENGTHS & WEAKNESSES 








RESEARCHING


CAREERS TASK
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Use It!


Post 16




















m








� HYPERLINK "http://www.careerswales.com" ��www.careerswales.com�








